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Appendix A: Assessment of the CCA’s ICF collection 
 
Appendix A outlines the material in the CCA’s ICF collection, taking into consideration 
digitisation work. In section A.1, Table 20 provides a description of the types of materials in 
the collection and their quantity, as well as amount of time required for digitisation work 
per item and in total. The three main stages of digitisation work are: (1) digitisation of 
physical/analogue material, (2) editing digital material and (3) writing metadata for digital 
material. The researcher reviewed samples of different materials and used the acquired 
digitisation knowledge to provide approximate figures. Section A.2 offers explanations to 
the various terms and fields used in Table 20 and Table 5 (page 34). 
 
A.1: Assessment Table 
ICF Material 1987-2013 
(14 Festivals) 
Format Approx. no. of items* Approx. 
work time 
per item 
Approx. 
total time 
required 
1. DIGITISATION OF PHYSICAL/ANALOGUE MATERIAL: 
    Festival Programmes Paper 364 (at 26 pages per 
yearly programme 1987-
2013 = 14 years) 
4-minutes 1456-
minutes 
(24-hours) 
    Photographs Photographs 300 (30 per year 1987-
2003 = 9 years) 
2005-2013 are born-
digital (at 100 photos per 
year = 5 years x 100 = 
500) 
4-minutes 1200-
minutes 
(20-hours) 
    Videos (demonstrations) VHS 90 (15 videos per year 
1997-2007 = 6 years) 
2009-2013 are born-
digital (15 videos per 
year = 4 years x 15= 60)  
1987-1997 unavailable 
60-minutes 5400-
minutes 
(90-hours) 
    Audio material (lectures) Cassette Tapes, 
mini disk 
100 
Many already digitised 
60-minutes 6000-
minutes 
(100-hours) 
    Reviews of Festival (e.g. 
newspapers, journals, 
books) 
Paper 70 (at 5 pages per year 
1987-2013) 
4-minutes 280-
minutes (5-
hours) 
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Table 20. Assessment of material in the CCA’s ICF collection 
 
 
 
 
Digitisation total:  999 items to be digitised  239-hours 
2. EDITING OF DIGITAL MATERIAL: 
    Festival Programmes .doc, .pdf, .jpeg, 
.tiff 
378 (364 at 26 pages per 
programme + 14 
compiled .pdf files) 
2-minutes 756-
minutes 
(13-hours) 
    Photographs .jpeg, .tiff 800 (500 photos 2005-
2013 at 100 photos per 
year (5 years) + 300 
photos 1987-2003) 
2-minutes 1600-
minutes 
(27-hours) 
    Videos (demonstrations) .avi/.mp4/.mov 150 (90 videos 1997-
2007 + 60 videos 2009-
2013) 
60-minutes 9000-
minutes 
(150-hours) 
    Audio material (lectures, 
panopto) 
.mp3, panopto 
lecture 
recordings 
120 (100 + 20 panopto 
lecture recordings from 
2011 & 2013) 
40-minutes 4800-
minutes 
(80-hours) 
    Reviews of Festival (e.g. 
online articles/videos) 
.doc, .pdf, 
.avi/.mp4/.mov 
98 (7 reviews (5 from 
digitisation + 2 from 
born-digital formats such 
as website articles) x 14 
years) 
2-minutes 196-
minutes 
(3-hours) 
Editing total:  1546 items to be edited  273-hours 
3. WRITING METADATA FOR DIGITAL MATERIAL: 
    Festival Programmes .xml 378 4-minutes 1512-
minutes 
(25-hours) 
    Photographs .xml 800 4-minutes 3200-
minutes 
(53-hours) 
    Videos (demonstrations) .xml 150 6-minutes 900-
minutes 
(15-hours) 
    Audio material .xml 120 4-minutes 480-
minutes (8-
hours) 
    Reviews of Festival .xml 98 4-minutes 392-
minutes (6-
hours) 
Metadata total:  1546 items needing 
metadata 
 107-hours 
TOTAL:  4091  619 
* 1 item = 1 page, 1 photograph, 1 .mp3 file, 1 .avi file, etc. 
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A.2: Explanation of terms used in Table 19 and Table 5 
 
1. Digitisation of physical material 
 This typically involves using a flatbed scanner to digitise material such as paper 
documents and photographs. Cassette tapes and VHS videos are digitised typically 
through the use of converting hardware such as a cassette desk. 
 The material from more recent Festivals will be largely born-digital and so will 
require little digitisation. However, the material from older Festivals will be in out-
dated formats (VHS, cassettes) that require digitisation. 
 
2. Editing of digital material 
 “Digital material” includes digitised physical material (from stage 1) and born-digital 
material. 
 This stage involves quality control and editing the material so it is suitable for 
publication, such as correcting the hue and saturation and straightening. 
 The editing stage includes compiling multiple items into a single item. For example, 
each scanned page of a programme needs to be compiled together to form a 
single .pdf document. 
 Another example is that each demonstration film is typically made-up of several 9-
minute .avi files that need to be compiled to form one longer 45-minute .avi file. Also, 
a short “highlight” video may be created as a promotional preview to each 
demonstration, which will take time. 
 
3. Writing metadata for digital material 
 All digitised physical material and born-digital material needs to be written in a 
metadata spreadsheet. 
 Metadata needs to be created for every item. For example, this includes each 
scanned page of a programme as well as the compiled .pdf document of the whole 
programme. This includes each 9-minute .avi video file and the longer 45-minute 
video. 
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 Metadata includes information such as: identifying code, title, creator, description, 
date, location, file size, tags, etc. Metadata is needed for archiving, cataloguing and 
to help users find material. 
 During this stage, it is necessary to view each item in order to correctly catalogue it 
and this takes time, particularly when watching videos or listening to audio. 
 
Format 
 This refers to what the physical material is before digitisation and then what file 
format the item is, once it is digital. 
 The digital file formats are not definitive and may change, for example, a video may 
be .avi or .mov. 
 For the metadata, the format is .xml, which is Microsoft Office Excel. 
 
Approx. no. of items 
 1 item may refer to 1 page, 1 photograph, 1 .avi file, 1 .mp3 file, etc. 
 1 item also refers to a compiled file, such as a digitised festival programme where 
each .jpeg scanned page is compiled to form one .pdf file containing every page. 
 
Approx. work time per item 
 The length of time it takes to work on 1 item. This varies for the different stages and 
different materials. 
 For example, it can take 4-minutes to digitise 1 page on a flatbed scanner into 
a .jpeg/.tiff, then 2-minutes to edit the .jpeg/.tiff and a further 4-minutes to 
complete the metadata. 
 
Approx. total time required 
 The length of time it takes to complete a category of material in a stage, such as 
editing all of the festival programmes or doing the metadata for all of the interviews. 
 This provides an indication as to how long the whole project will take, from which 
other information can be gathered such as costs. 
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Appendix B: Presentation and Workshops on Digitisation and 
Metadata 
 
 
Appendix B is a copy of the powerpoint presentation the researcher gave to undergraduate 
students and CCA staff in order to introduce them to digitisation and metadata. This was 
done to prepare the students for undertaking digitisation of approx. 260 ICF programmes. 
The presentation was developed from the researcher’s general acquired knowledge on the 
topic and was specifically influenced from the workshops run by PCW staff. 
 
 
Powerpoint slides: 
 
 
 
Digitisation and Metadata 
Jack Snow (jcs9) 
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What is Digitisation? 
 Digitisation is the process of converting analogue or 
physical objects in to digital form. 
 The range of types of material that can be digitised is 
broad. 
Why Digitise? 
Why is digital preservation important? 
 
Pro Con 
• More reliable means of preserving objects 
for future use 
• Makes cataloguing and searching easier 
• Improve accessibility of collections and 
archival material to encourage people to 
engage 
• Decrease handling of objects and improve 
security 
•  
• Greater online presence has economical 
and research benefits for institutions 
  
• Complex and expensive process 
• Requires a lot of planning 
• Staff need to be taught new ICT skills 
• Digitisation increases accessibility, but 
does it discourage people from visiting 
museums? What will happen to  the 
museum as we know it? 
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What is Metadata? 
• “Metadata is data that describes the content, format or 
attributes of a data record or information resource… 
• Metadata can be applied to descriptions of electronic 
resources and digital data (including digital images)…” 
 (Haynes, 2004, p. 8) 
Metadata & Digitisation 
 Metadata is seen as an essential component of all 
digitisation projects because it supports the discovery, 
use, storage and migration or digital objects over time. 
 The design of appropriate metadata for a project is a 
critical part in planning for that project. 
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3 types of Metadata 
 Descriptive metadata – for describing and identifying 
sources. E.g. name, title, date. 
 Structural metadata – for facilitating navigation and 
presentation of the source. E.g. 10 pages. 
 Administrative metadata – for facilitating both short-
term and long-term management and processing of 
digital collections. E.g. copyright, contributor. 
Metadata tracking sheet (Excel) 
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Metadata tracking sheet (Excel) 
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Appendix C: Digitisation Strategy for the Ceramic Collection & 
Archive 2012-2014 
 
C.1.1 Introduction 
 
This document outlines the Ceramic Collection & Archive’s (CCA) strategic aims, intentions, 
principles and activities in regards to digitisation. It should be used for reference, guidance 
and clarity. 
 
The CCA contains both digitised and born-digital resources and this strategy deals with both 
of these categories. However, if digitisation expands to a mainstream operation in the 
future, it may be advisable to create two separate strategies for each category. 
 
C.1.2 Why does the CCA undertake digitisation? 
 
Digitisation is defined as the conversion of analogue resources into a digital format. This is 
done in light of the following aims: to enhance and widen access to the resources; to 
preserve intellectual content; and to generate income. In the CCA, digitisation is a new and 
fairly isolated operation, currently detached from other more mainstream operations such 
as the family learning program and exhibitions, however it is closely linked to the 
management of the website and the collection. 
 
C.1.3 This strategy and digitisation in the CCA 
 
This is the first official digitisation strategy document created within the CCA and the 
associated School of Art Gallery & Museum (SAGM), and therefore, this document is not 
built upon a previous strategy. Other strategies that exist within the CCA/SAGM focus on 
financial and curatorial matters/objectives and not on digitisation. 
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Digitisation is not a mainstream activity in the CCA or SAGM, however, the latter is 
increasingly undertaking digitisation work. The main aim of digitisation work so far has been 
to update collection images on the website in order to increase access and awareness. The 
digitised material has begun to be used, such as by Art History students in the School of Art. 
 
The CCA has no full-time staff dedicated solely on digitisation and therefore relies heavily on 
students and the free time of other staff. This was a similar case with the SAGM until 2013 
when a Curatorial Intern was employed to undertake digitisation work. The potential of 
having a digitisation employee rely heavily on the availability of funds, space and resources. 
Current digitisation workers receive minimal training through instructive guides, short 
training courses and following the advice of experts in the field. 
 
C.1.4 What we intend to do 
 
During the period 2012 – 2014, the period of this strategy, the Ceramic Archive & Collection 
will work towards achieving the following aims: 
 Create a critical mass of digitised content relating to ceramics. 
 Take the CCA’s digitised collections to existing and new users regardless of their 
location. 
 Encourage and enable use of the CCA’s digitised collections in new ways for research 
and learning. 
 Review the CCA’s digitisation activities and the outputs of the digitisation 
programmes and projects in light of users’ reactions and technical developments. 
 Support the CCA’s education, exhibition, commercial and extension activities. 
 Digitisation in order to ensure the long-term preservation of the original resources 
through the creation of surrogate copies and ensuring permanent access to the 
digitised resources and their intellectual content. 
 
 
 
 
 
 
 248 
C.1.5 Digitisation programme 
 
The Ceramic Archive & Collection’s digitisation programme for the period of this strategy 
will be made up of three elements. 
 
C.1.5.1 Digitisation for access 
 
The principles for digitisation outlined in this strategy are applicable to all types of analogue 
resources in the collection of the CCA. We will digitise printed material such as programmes 
from the International Ceramics Festival with a view to establishing a workflow for the 
future digitisation of printed materials. The CCA will continue and increase the digitisation 
of other resources including analogue audiovisual materials such as cassette tapes and VHS 
tapes. We will ensure that we plan for the future by scoping other possible projects. 
 
C.1.5.2 Digitisation for preservation 
 
It is the CCA’s intention to provide permanent surrogate copies of fragile materials and to 
migrate at risk content to digital formats to ensure its long-term security. 
 
C.1.5.3 Digitisation for users 
 
The CCA will continue to digitise resources from its collection for its users. The CCA is 
interested in community outreach and social media as platforms for utilising the digital 
resources. 
 
C.1.6 Principles for Digitisation 
 
Our digitisation programme will be guided mainly by principles relating to access and 
preservation, and also practical issues relating to the digitisation process. Where possible 
we will implement the following principles. 
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C.1.6.1 Building Aberystwyth University’s collection. 
 
The CCA will plan its digitisation programme to reflect the strengths of its collections, 
especially where they are comprehensive or are unique. We will work with other 
departments and groups involved in the university’s collection in order to avoid duplication 
of effort. 
 
C.1.6.2 Small scale digitisation 
 
The CCA will continue to digitise on a small scale as appropriate with the amount of material 
and availability of funds, space and time. We will attempt to digitise collections or classes of 
resources to completion. 
 
C.1.6.3 Standards 
 
The CCA will work in accordance with the generally adopted standards in the fields of digital 
data capture, cataloguing and the creation of metadata, data storage, undertaking 
preservation actions on digitised data and in providing access to them. 
 
C.1.6.4 Technology 
 
The CCA will maintain and develop its technical infrastructure to support digitisation on 
activity. This will include the evaluation of workflows where relevant in order to ensure that 
they are compatible with various formats of original analogue resources. The CCA will 
continue to receive technical support from Aberystwyth University. 
 
C.1.6.5 Intellectual Property Rights 
 
In increasing access to its collections the CCA will conform with the legislation relating to 
intellectual property rights. The CCA will research into the copyright status of resources 
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before it undertakes their digitisation and when it has the right to do so it will encourage 
their reuse by licensing them with an open licence similar to the Creative Commons licence 
for educational and non-commercial use. We will look at business models for the digitisation 
of in-copyright materials by negotiating with the rights holders. In the case of orphan works 
the CCA will ensure diligence. 
 
C.1.6.6 Resource discovery 
 
The CCA recognises that metadata has a central role to play as it maintains and increases 
access to and use of its digitised resources. It will work on the metadata in order to add 
value to them and the digitised resources. It will also investigate alternative methods of 
creating metadata including automatic description and metadata extraction as well as 
harnessing the power of the crowd. The CCA will look out for the potential to utilise 
automatic/manual capture or encoding of textual materials. 
 
C.1.6.7 Marketing and Branding 
 
The CCA will promote its digitised activities in order to ensure that information about the 
digital collections is available widely. Targeted promotion for specific user groups and 
communities will be undertaken where appropriate. As the CCA develops and increases the 
range of its digital collections and services it will ensure that they are clearly branded and 
easily recognised. 
 
C.1.6.8 Interpretation and Exhibitions 
 
The CCA will provide interpretation for a selection of its collections that are digitised. It will 
also look into the potential of virtual exhibitions based on those collections. 
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C.1.6.9 Research and Learning 
 
The CCA will ensure that its digitisation programme is open to academic researchers. It will 
work with the academic community as it digitises its collections and will provide services 
based on those collections to enable and encourage research. It will ensure that resources 
have a permanent identitifier to enable citation of the resources. 
 
C.1.6.10 Digital Preservation 
 
Continued access to the CCA’s digitised resources is dependent upon an appropriate 
organisational and technological infrastructure and a robust resource framework. The CCA is 
committed to the long-term preservation of digital assets. 
 
C.1.6.11 Efficient and Effective Working 
 
We will continue to develop an agile workforce that will be able to undertake various 
elements that are part of the digitisation process. The CCA will review its digitisation 
processes carefully in order to ensure that they work in the most efficient and effective 
manner by examining them regularly for further time efficiencies and in order to ensure that 
they deliver the best value for money. We will look at the use of digitisation as a means of 
undertaking other activiites in the Library in a more effective manner, especially in the fields 
of acquisition and cataloguing. Projects will be managed following recognised 
methodologies and the CCA will work towards accreditation for its digital services to ensure 
quality in order to meet the requirements of users and customers. 
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C.1.7 How will we measure success? 
 
We will use a combination of measures to assess the success of digitisation activities in the 
CCA. 
 
C.1.7.1 Quantity 
 
We will use quantitative measures to assess our digitisation activities in terms of the 
numbers of analogue resources converted to digital format. We will also measure the 
effectiveness of our digitisation processes against time and resources used. 
 
C.1.7.2 Quality 
 
We will also use various qualitative measures of success. These could include on-line surveys 
of users’ views and opinions on our digitised resources, interviews with users, and feedback 
from stakeholder groups and communities. 
 
C.1.7.3 Use 
 
We will also measure the use of our digitised resources through the harvesting on analytical 
statistics on the use of the digitised resource on our website and through analysis of the log 
files. We will also monitor the use of our resources on other websites and links from other 
websites to our resources. 
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C.1.8 Selection and prioritisation of resources for digitisation 
 
C.1.8.1 Selection 
 
The following criteria will be used in the selection of resources for digitisation. 
 Demand for use of the resources. What is the demand for the resources in their 
analogue form? Who will use the resources in their digital form? Will access to the 
resources be made easier by digitising them? Have users said that they would like to 
see the resources digitised? Would digitisation increase use of the resources? Does 
the present limited access mean that digitisation would create new audiences for the 
resources? Would digitisation increase the use of the analogue originals? Have 
related resources been digitised? 
 Significance of the resource. Do the resources form a comprehensive collection or 
are the resources unique of rare? Does the intellectual content of the resources 
justify the easier access afforded by their digitisation? Would digitisation add value 
to the resources or would access to the analogue originals suffice? 
 Rights and legal considerations. Are the resources out of copyright and in the public 
domain? Would it be comparatively straightforward to secure permission to digitise 
the resources? Would it be possible for the CCA to work in partnership to secure 
permission to digitise? Would the digitised resource be available for publication on 
the web and re-use? 
 Technical and practical considerations. What resources would be required to 
prepare the resources for digitisation, including organising them, preparing 
description and identifiers through cataloguing and the creation of metadata, would 
conservation work be required in order for digitisation to be undertaken? Have the 
resources been microfilmed and would digitisation from microfilm meet 
requirements? Would it be possible to disseminate the digitised resources using 
existing tools or would new ones be required? 
 Adding value. Would digitisation of the resources ass to their value for users? Would 
digitisation of the resources allow use of the resources in a different way that would 
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not be possible in their analogue form? Would digitisation provide an opportunity to 
work in partnership or draw funding from external sources? Would digitisation 
provide an opportunity to enrich the descriptive metadata? 
 Risk to the original resources. Does the physical condition of the original resources 
limit their use? Are the original resources at risk? Is the intellectual content of the 
original resources because of obsolete formats? Are the original resources 
degrading? Would it cost more to digitise later rather than at present? 
 Commercial considerations. Would digitising the resources increase opportunities 
for new sources of income? 
 
 
C.1.8.2 Prioritisation 
 
The CCA will take the following into account as it sets priorities. 
 Do the resources relate to ceramics? 
 Will the resources support the curriculum, research and learning? 
 Will the resources support the programmes and services of the CCA? 
 Will the resources support the programmes of Aberystwyth University? 
 
 
 
 
 
 
C.1.9 Access and reuse of the digitised resources 
 
C.1.9.1 Equal and democratic access 
 
The CCA has committed itself to give everyone access to its collections and services in a 
manner that is both equal and democratic. 
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C.1.9.2 Accessibility 
 
The CCA recognises that value of its digital resources depend on those resources being 
available to users when they wish to use them and that they are available on the platform 
that they choose to use. We will ensure that dissemination methods will recognise the need 
for accessibility for all groups of users and conforms to the relevant legislation and 
guidelines. 
 
C.1.9.3 Discovery and use 
 
Access to all of the digitised resources will generally be available through the CCA’s website. 
The CCA will look into the potential of creating new platforms to publish digital resources. 
Resources will also be accessible through internet search services. 
 
C.1.9.4 Open data 
 
Where this will be possible the CCA will ensure that the resources are made available in a 
manner that is both open and usable in order to meet user expectations and to encourage 
and support the development of new services by others. We will encourage others to 
develop new discovery and access services based upon the resources that the CCA has 
digitised. 
 
C.1.9.5 User contributions 
 
We will encourage users to add to and enrich the descriptive metadata that the CCA 
provides. 
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C.1.10 Working with others and working in partnership 
 
The CCA has developed and sustained a tradition of working with a wide range of 
organisations and it is essential that close working of this kind is maintained and developed 
in order to achieve the aims of this digitisation strategy and as we seek further investment 
for digitisation. 
We will continue to work closely in partnership with: 
 Aberystwyth University 
 Aberystwyth School of Art 
 Aberystwyth Arts Centre 
 
C.1.11 This strategy 
 
This strategy is for the period 2012-2014. It will be reviewed annually. 
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Appendix D: Project Outline : Digitisation of International Ceramics 
Festival Programmes 1993-2011 
 
This document was created by the researcher to support the project to digitise approx. 260 
ICF festival programmes. The document can be used by the CCA beyond this research to 
support further digitisation projects. Due to the nature of this project, not all of the fields 
are relevant but have been included for future possible use. 
 
Document information 
Author: Jack Snow 
Created on: 2013.04.21 
Document owner: CCA 
Revision/Status:  
Audience:  
 
Document history 
Date Version Author Change details 
2013.04.21 0.1 Jack Snow  
2013.11.18 0.2 Jack Snow Updated formatting 
    
    
 
Title of project 
“Digitisation of International Ceramics Festival Programmes from the years 1993-2011” 
 
Scope and description 
This project will digitise approx. 260 pages of print material and create appropriate means 
for free online resource discovery and permanent access. Material consists of printed 
programmes published in conjunction with the International Ceramics Festivals from the 
years 1993-2011. See Appendix 1 for a calculation of page totals of printed material. 
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 Metadata for each item will ensure appropriate resource discovery and permanent 
access. 
 Engaging delivery platforms will be utilised for free online discovery. 
 The availability of the printed material online will promote the International 
Ceramics Festival as well as Aberystwyth and Wales on a worldwide stage. 
 The digital surrogates will provide the potential to facilitate print on demand. 
 Undergraduate students at Aberystwyth University will complete the scanning and 
metadata and will subsequently develop IT skills and hands-on experience in the 
museum & gallery sector. 
 The project is part of Jack Snow’s KESS MPhil research into digitisation and Jack will 
co-supervise the students with Professor Moira Vincentelli. 
 
Timescale 
The project officially commenced in October 2012 upon Jack Snow beginning his KESS MPhil, 
however it became active in February 2013 upon the beginning of the “Ceramics and 
Collection Interpretation” undergraduate module. The students on the module should 
complete their scanning and metadata by June 2013 after which the accuracy and quality of 
the students’ work will need to be evaluated by Moira Vincentelli and Jack Snow. Jack 
Snow’s KESS MPhil will finish in December 2013. 
 
Organisation 
This project falls under the wider project working with the CCA’s ICF collection. The 
collection contains festival programmes, photographs, videos and more, and this project 
focuses on the festival programmes. Figure 90 is a hierarchal chart showing how the wider 
ICF project is organised. Each ICF year has a folder within which are further folders specific 
to the type of material. Within these material folders are the individual digital objects, for 
example the first scan from the 1993 ICF programmes would be located in: ICF1993 (the 
1993 festival folder) > IF93PG (the 1993 ProGramme) > IF93PG001 (scan 001). 
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      Fig 90. Organisation of ICF 
material with initial file-naming 
conventions  
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Method 
Scanning will be done using an Epson flat-bed scanner and an iMac computer. 
Software used includes: Epson scanning, Adobe Bridge and Microsoft Office Excel. 
Jack Snow co-ran a digitisation workshop with School of Art curatorial intern Jen 
Loffman to teach the undergraduate students how to correctly scan and complete 
the metadata. Jack and Jen produced a set of guidelines for digitisation and 
metadata for the students. 
See Appendix 2 for the digitisation guidelines. 
See Appendix 3 for the metadata guidelines. 
 
Metadata 
There is no pre-existing metadata for any of the programmes, therefore metadata 
will need to be created for approx. 260 items. Metadata will be completed on a 
Microsoft Office Excel spreadsheet, an example of which is shown in Figure 91. 
 
See Appendix 4 for a full metadata spreadsheet. 
 
 
Fig 91. Example metadata spreadsheet 
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Costs and Resources 
 
Costs (1 year project) 
Element Cost (£) 
Capital costs N/A 
Direct staff costs N/A 
Indirect staff costs N/A 
Revenue costs N/A 
Total N/A 
 
See Appendix 5 for a detailed breakdown of costs 
 
Project benefits and beneficiaries 
Benefit Beneficiary 
Develop skills and knowledge: 
digitisation, metadata, scanning, the 
International Ceramics Festival, Adobe 
Bridge, Mac OS, Microsoft Excel 
Undergraduate students at Aberystwyth 
University School of Art 
Free access to sources of information 
online; lifelong learning/informal 
learning. Creation of resource of interest 
to diverse groups, attract new and 
significant audiences 
Public/citizens of Wales 
Expand capacity and range of collections, 
enhance and project the profile and 
reputation of both the ICF and the 
Ceramic Archive. Place both 
organisations at cutting edge of 
developments in digitisation 
ICF, Ceramic Archive, people interested 
in ceramics 
Easily searchable primary resources, 
facilitating research and undergraduate 
Higher education/research environment 
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studies 
Provision of medium and resource for 
lessons and learning 
Schools 
Creation of information resource; 
increase information about and raise 
interest in Wales 
Creative Industries 
Possibility of publication on People’s 
Collection of Wales website for mutual 
publicity 
People’s Collection of Wales/NLW, ICF, 
Ceramic Archive 
  
  
 
Potential sources of funding 
 
Please suggest and explain potential sources of funding here. 
 
 
 
 
Potential project partners and stakeholders 
 
Partners 
Project Partner Benefit 
N/A  
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9.2 Stakeholder 
Stakeholder Role 
N/A  
  
  
  
  
  
  
 
10 Project preparation/scoping phase 
 Establish Project Management Group to take ownership and provide 
guidance 
 Establish parameters of project 
 Identify and contact stakeholders 
 Identify what public and agency coordination is appropriate 
 Decide whether steps should be taken to fill gaps by digitising material from 
other libraries and collections 
 Establish whether or not to share access to material digitised and establish 
criteria of quality in assessing desirability of sharing access 
 Audit of collection to establish actual range of holdings and range and quality 
of bibliographical records 
 Establish what conservation issues should be addressed 
 Establish what (if any) permits and approvals are needed 
 Assess manpower and technical requirements 
 Assessment of scanning capacity 
 Assess language tools requirements 
 
 
_________________________________ 
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Appendix 1: Calculation of page totals of printed material 
 
No. of programmes Average no. of pages per 
programme 
Total pages 
10 26 260 
 
Appendix 2 
Place digitisation guidelines here (Appendix E in this research). 
 
Appendix 3 
Place metadata guidelines here (Appendix F in this research). 
 
Appendix 4 
Place metadata spreadsheet here (Appendix G in this research). 
 
Appendix 5: Detailed breakdown of cost 
 
Staffing Requirements and Costs (Direct costs) 
Function/role Year 1 Totals 
E.g. project manager   
E.g.ICT ops   
E.g. Digitisation assistant   
Sub total   
 
Staffing Requirements and Costs (Indirect costs, match funding) 
Function/role Year 1 Totals 
E.g. project executive   
E.g. head of systems   
E.g. rights/info manager   
Sub total   
Capital Costs (for the duration of the Project) 
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Element Cost (£) 
ICT infrastructure & workflow 
development 
 
Scanning equipment  
Software and licenses  
Promotion, outreach and impact  
Total  
 
Revenue Costs (per annum) 
Element Storage/cost (£) Year 1 
Storage capacity required (TB/MB/GB)  
E.g. tape media cost  
E.g. Library slot license  
E.g. QStar license  
Total  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
----- End of Appendix D Project Outline ----- 
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Appendix E: Digitisation Guidelines for CCA 
 
 
Finally you should create a PDF file of the whole document by clicking ‘Output’ then ‘Save as PDF’.
Click Select Folder and change destination to the folder you named ‘JPEG’. Change the file format to 
JPEG. Click Save.
Click Select All and Save Images again.
Click Select Folder and change destination to the folder you named ‘Crop’. Make sure the file format 
is TIFF. Click Save. 
Click Select All and Save Images.
Crop and straighten each page, this time leaving out the greyscale patch. Leave a border of a few 
millimetres around each image.
Open Adobe Bridge and select your folder called ‘Scan’ from the toolbar at the bottom. Highlight all 
files in the folder and click the circular Camera Raw button.
Continue for every page.
When the File Save Settings box appears, select the folder you created called ‘Scan’. The image format 
should be TIFF. Choose an appropriate prefix and start number, for example IC09PG001. Click OK.
Select the area you want to scan and click Scan. Include the greyscale patch.
Check metadata. Image type: 24-bit colour, resolution: 300dpi.
Close the scanner lid and click Preview. Adjust if necessary.
Place the catalogue on the scanner bed with the greyscale patch, as straight as possible. You might 
only fit one A4 page at a time.
Switch on the scanner and open EPSON Scan.
Inside that folder create three more folders called ‘Scan’, ‘Crop’ and ‘JPEG’.
In the folder ‘ICF Digitisation Project’, create a new folder for your catalogue. Hold down Ctrl on the 
keyboard and click your mouse. Click New Folder. Call it, for example, ‘ICF 2009’.
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Rows 10 - 15 
Appendix F: Metadata Guidelines for CCA 
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Appendix F: (continued) 
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Appendix G: Metadata Spreadsheet for CCA 
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Appendix H: Metadata Spreadsheet for CCA (videos): 
Metadata for approx. 86 born-digital ICF demonstration 
videos 
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Appendix I: Digitisation and metadata for approx. 260 pages 
of ICF programmes 
 
Appendix I provides example screenshots for evidence of work done for the 
digitisation and metadata of the ICF programmes. Figure 92 shows the folders for 
each programme from years 1993 to 2011. Figure 93 displays the contents of each 
folder, in this case the sub-folders: crops, jpegs and scans, as well as the metadata 
spreadsheet, for the 1999 programme. Figure 94 shows the contents of a sub-folder, 
in this case the cropped digital images in the crop folder. Figure 95 displays an 
example of a metadata spreadsheet, in this case the 1999 programme: “IF99PR.” 
 
 
Fig 92. Folders for ICF programme scans 
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Fig 93. Sub-folders and metadata spreadsheet for the 1999 ICF programme 
 
 
Fig 94. Contents of “crop” sub-folder for the 1999 ICF programme 
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Fig 95. Metadata spreadsheet for the 1999 ICF programme 
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Appendix J: PDF Testing 
 
Within Appendix J are examples of a PDF being created from the 1999 ICF 
programme, followed by three suggestions as to how PDFs could be used on the CCA 
website for users to download. Figures 96, 97 and 98 show scans being gathered for 
PDF, the PDF being created and the PDF being viewed, respectively. Tables 21, 22 
and 23 display the researcher’s suggestions for the use of PDFs on the CCA website. 
 
 
Fig 96. Scans being gathered together to be turned into a PDF 
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Fig 97. PDF being generated 
 
Fig 98. PDF being viewed 
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WEBSITE BANNER 
 
LINK 
LINK 
LINK 
LINK 
LINK 
LINK 
PAGE HEADER 
PUBLICATIONS > ICF PROGRAMMES 
              
 
Scroll   
 
WEBSITE FOOTER 
 
Table 21. Use of PDFs on CCA website (suggestion 1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ICF Programme 1997 
PDF download link 
(Metadata) 
ICF Programme 1999 
PDF download link 
(Metadata) 
ICF Programm 
PDF downloa 
(Metadata) 
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WEBSITE BANNER 
 
LINK 
LINK 
LINK 
LINK 
LINK 
LINK 
PAGE HEADER 
PUBLICATIONS > ICF PROGRAMMES 
           
          
      
Sc
ro
ll 
 
 
WEBSITE FOOTER  
 
Table 22. Use of PDFs on CCA website (suggestion 2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ICF Programme 1999 - PDF (2 MB) 
IC99PR Pages: 24 
Date uploaded: 2013-10-10 
Tags: 1999, clare davies, jim robison… 
ICF Programme 1997 - PDF (2 MB) 
IC97PR Pages: 24 
Date uploaded: 2013-10-10 
Tags: ceramics, pottery, 1997, glaze… 
ICF Programme 2001 - PDF (2 MB) 
IC01PR Pages: 24 
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WEBSITE BANNER 
 
LINK 
LINK 
LINK 
LINK 
LINK 
LINK 
PAGE HEADER 
PUBLICATIONS > ICF PROGRAMMES > 1999 
           
 1999  
 
Download PDF (2MB) 
IC99PR 
Pages: 24 
Date uploaded: 2013-10-10 
Description: 
 
Notes: 
(Copyright and distribution) 
Tags: Internationalceramicsfestival, 1999, northwalespottersassociation, 
southwalespottersassociation, Aberystwythartscentre, alanwyatt, 
paulinepatterson, meriwells, philrogers, johngittins, jennyfell… 
 
 
WEBSITE FOOTER 
 
Table 23. Use of PDFs on CCA website (suggestion 3) 
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Appendix K: Project Questionnaire and Results 
 
K.1 Project Questionnaire 
 
Digitisation project questionnaire for students of Ceramics and Collection 
Interpretation 
 
The questionnaire is intended to help us develop the digitisation project around the 
International Ceramics Festival and in particular will be useful for Jack Snow’s 
research for his MPhil degree. Thus, your work will be used in the evaluation for 
further work.  To highlight click on the box ‘abmarker’ on the toolbar and click over 
the text you want to highlight. 
Please return to Jack Snow jcs9@aber.ac.uk 
 
How would you assess your knowledge of the following BEFORE the module? (please 
highlight number) 
     Very poor > Very strong 
Understanding digitisation   1 2 3 4 5 
Understanding/applying metadata  1 2 3 4 5 
Using a scanner    1 2 3 4 5 
Using a MAC     1 2 3 4 5 
Using Microsoft Excel    1 2 3 4 5 
 
How would you assess your knowledge of the following AFTER the module? (please 
highlight number) 
     Very poor > Very strong 
Understanding digitisation   1 2 3 4 5 
Understanding/applying metadata  1 2 3 4 5 
Using a scanner    1 2 3 4 5 
Using a MAC     1 2 3 4 5 
Using Microsoft Excel    1 2 3 4 5 
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Which one area did you find most DIFFICULT? (please highlight one) 
 Understanding digitisation 
 Understanding/applying metadata 
 Using a scanner 
 Using a MAC 
 Using Microsoft Excel 
 
Which one area did you find EASIEST? (please highlight one) 
 Understanding digitisation 
 Understanding/applying metadata 
 Using a scanner 
 Using a MAC 
 Using Microsoft Excel 
 
On a scale of 1-5 how much do you feel you have gained useful skills? (please 
highlight one number) 
Few useful skills  > Many useful skills 
  1 2 3 4 5 
 
Please give any general comments about the digitisation project 
 
 
 
Thank you for your participation and co-operation. 
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K.2 Questionnaire Results 
 
 
 
 
 
0 1 2 3 4 5
Understanding Digitisation
Understanding/applying metadata
Using a scanner
Using a MAC
Using Microsoft Excel
Knowledge level (0= low, 5=high)
S
k
il
l
Student A Subject Knowledge
Before
After
0 1 2 3 4 5
Understanding Digitisation
Understanding/applying metadata
Using a scanner
Using a MAC
Using Microsoft Excel
Knowledge level (0= low, 5=high)
S
k
il
l
Student B Subject Knowledge
Before
After
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0 1 2 3 4 5
Understanding Digitisation
Understanding/applying metadata
Using a scanner
Using a MAC
Using Microsoft Excel
Knowledge level (0= low, 5=high)
S
k
il
l
Student C Subject Knowledge
Before
After
0 1 2 3 4 5
Understanding Digitisation
Understanding/applying metadata
Using a scanner
Using a MAC
Using Microsoft Excel
Knowledge level (0= low, 5=high)
S
k
il
l
Student D Subject Knowledge
Before
After
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0 1 2 3 4 5
Understanding Digitisation
Understanding/applying metadata
Using a scanner
Using a MAC
Using Microsoft Excel
Knowledge level (0= low, 5=high)
S
k
il
l
Student E Subject Knowledge
Before
After
0 1 2 3 4 5
Understanding Digitisation
Understanding/applying…
Using a scanner
Using a MAC
Using Microsoft Excel
Number of people who found skill easy or difficult
S
k
il
l
Most easy and most difficult tasks
Found easy
Found difficult
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0 1 2 3 4 5
Student A
Student B
Student C
Student D
Student E
(0= few useful skills, 5= many useful skills)
Do the students feel they have gained 
useful skills?
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Columns J - O 
Appendix L: Detailed KESS Budget Expenditure (columns A – I) 
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Appendix L: (continued – columns J – O) 
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Appendix M: Web Design with Dreamweaver Visual Diary 
 
Appendix M is a copy of the ‘visual diary’ the researcher produced for the Web 
Design with Dreamweaver course, which was run at Aberystwyth University. The 
researcher was awarded a 1st class grade after being assessed on the visual diary, the 
website itself and a presentation he gave on his website. 
 
Introduction 
 
My website is a trial online archive of material produced at the International 
Ceramics Festival (ICF) by both professionals and amateurs. This is related to my 
MPhil research into Digitisation for the Aberystwyth Ceramic Archive and Collection 
for which I am using material from the ICF as a sample. The festival occurs every 2 
years in Aberystwyth and a lot of material is produced in the form of paper 
documents, photographs, videos, audio material and slideshow lectures. Currently 
only a small amount of this material is published online. It is hoped that an archival 
website such as this would be a valuable source for festival-goers, academics and 
others interested in ceramics on an international scale.  
On the following pages I have taken screenshots of pages from my website and I 
have provided comments on each page.  
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Visual Diary 
 
 
Template/Home Page 
The official ICF website and logo use a red, black and white colour scheme so I used 
this as a guide for my design. I edited the top-left logo on Adobe Photoshop by 
adding the word “ARCHIVE.” 
I created the structure of the template by using tables on a blank page. I followed 
the traditional website layout of having links along the left, top and bottom of a page 
and the main content in the centre-right. I created 3 spry menus for the left, top and 
bottom of the page so users could easily navigate the website. The main content is 
an “editable region” for each page. 
At the bottom of the template are the contact details as well as the official advert for 
the ICF 2013. 
At the top-left of the page above the logo I created a sample “login” section for users 
to enter their username and password so they could access their account and upload 
material. 
In the screenshot above for the home page there is a photograph of someone 
performing at the festival. Ideally this would be a flash object showing a reel of 
photographs with text from the ICF. I had this idea because I noticed similar websites 
had this feature. 
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About 
This page introduces and explains the website’s purpose for the users. I wanted it to 
be short and simple so as to not lose the reader’s interest. I kept the sample font 
type as used in the template. I may add a photograph or some rollover images to this 
page to make it look more vibrant. 
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News 
This is a page where theoretically the latest news regarding the ICF and the Archive 
would be uploaded by the website moderators. News would be uploaded in reverse-
chronological order so the latest news is at the top of the page. Each piece of news 
would link to another part of the website where the article is kept on its own. The 
page may include pictures, videos and links related to each article. 
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Archive 
This is the main page for the archive area of the website. I included a theoretical 
“search” feature for users to search the entire archive. I added another spry menu 
below this for users to browse the different types of material and link to these areas 
of the website. 
One problem I encountered with this was that this spry menu followed the same 
“laws” as the spry menus in the template. I could edit the amount of links and the 
text but when I altered the width all of the spry menus would change width. Ideally 
this spry menu would fill the width of the page instead of stopping short. 
I decided to put a “latest uploads” feature on this page to make it appear more busy 
and exciting and to suggest the popularity of the website to visitors. Each new 
upload also includes metadata about the material and the user. 
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Archive (continued) 
This shows what the archive home page looks like with more “latest uploads” added. 
It is clear that the main body of the page is stretched vertically. One problem I 
encountered was that the template spry menu on the left would remain centre 
according to the length of the main body. I did not like all the white space around 
this spry menu (see above) and I preferred it to stay just below the ICF Archive logo 
so I managed to align it to “top” instead of “centre (see below). 
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One problem I encountered while trying to align the left spry menu was that the sub-
links of this spry menu became centred in relation to the entire page instead of 
appearing just to the right of the spry menu. I have yet to find a way of undoing this 
error. 
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Documents 
This is one of the sub-pages from the archive page; it is the main page for all the 
documents available for viewing on the website. I created a rollover image feature 
so users could view a larger version of the latest uploads. I did this by labelling the 
larger image as “target” and changing the behaviour to “swap image” with a 
different file. I created the different sized images on Adobe Photoshop (see below). 
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Photographs 
Similarly to the documents section I created a theoretical search facility for users to 
search specifically for photographs. I also created a rollover image feature the same 
way as in the documents section as I thought it was most useful for photographs. 
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Videos 
This page is more theoretical in its current state. It is where users can search for 
videos and the most recent video(s) is available for viewing on this page. This is 
demonstrated above with a screenshot from a Youtube video of the festival, 
however this ideally would be self-provided video platform and not a Youtube link. 
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Audio 
This page is more theoretical in its current state. It is where users can listen to audio 
material from the ICF. At the moment the buttons appear as broken objects but 
ideally they would play/pause/stop the audio. 
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Lectures 
This page is more theoretical in its current state. It is where users can view lectures 
from the ICF in the form of slideshows with accompanying audio. Depending on the 
platforms available to publish these lectures, it may be better to make the lectures 
downloadable. 
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Your Account 
This page is where users can view their account profile and access links related to 
their account. For the links I created another spry menu and experienced the same 
problem as with the spry menu in the main archive page. This page is more 
theoretical in its current state, with the links/pages highlighted above in yellow 
circles not yet created but they suggest the nature of the account/amatuer material 
feature of the website. 
If visitors to the website did not have an account and they clicked on this page they 
could be instructed to open an account. 
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Links 
This page provides URL links to relevant websites, such as the official ICF website and 
Aberystwyth Arts Centre. Ideally each link would include the website logos and 
maybe a short description of the website. This page could be a useful opportunity for 
promotion and advertising. 
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Spry Menus 
When I completed all the pages I gave them each the title of “The International 
Ceramics Festival Archive” and created the links to each page in the spry menus. I 
decided to have the same title for each page so users would know what the website 
was if they had a lot of tabs open on their internet browser. 
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Folders 
This is a screenshot of the organisation of the files and folders for my website. All file 
names use lowercase text and “_” symbols in place of spaces as per the instructions 
to ensure consistency. I realised that similar files, such as photographs, could be 
placed in a sub-folder to make the main folder look less cluttered. 
 
